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ESTABLISH DISPOSITION STANDARD; El RECORD WILL CONTINUE TO ACCUMULATE. 

B. Earliest & Latest Dates of Series 

DISPOSE OF PRESENT ACCUMULATIONS; [7 NO FURTHER ACCUMULATION ANTICIPATED. 

9. Exact Series Title 

1965 - To Date h-oject Status Report File 
I. What is the function of the office in which this record series is created 

The Division of Highways i s  responsible for  the planning, location, design, construction 
and maintenance of a l l  roads and bridges on the S ta t e  highway system. This includes: 
highway and bridge construction, the inspection and t e s t ing  of materials used i n  building 
and maintaining highways, issuing permits and enforcing complianee of over-weight and 
over-dimensional ru l e s  and regulations for  the movement of vehicles on the Sta te  hi&way 
system, acquis i t ion of a l l  rights-of-way, vehicular and pedestrian t r a f f i c  control,  location 
and aerial surveys, preparation of construction plans and specif icat ions,  and the location 
of public u t i l i t i e s  as re la ted  t o  the S t a t e  highway system. 

- 

1. This file contains the following documents (include form numbers and titles, if any, and file anangehnt): 

Documents r e l a t ing  t o  the weekly progress of contractors on construction projects.  

Included are: Weekly Report of Progress and Time Charges (Form H.D. 488) 
Project Status  Report (EDP monthly pr intout)  

The f i l e -  is.:arraiiged chkonologically,~ &d thereaf ter  alphabetically b y  contractoi.  
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AlTACH SAMPLES OF THE FILE 
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4 YES NO -QUESTIONNAIRE marc an .Y' in thc p-r column. II answer is .'YES." plr-  explain 

13. Is this the Record Copy of the series? .., I 4 r 1 

14. I s  there a duplication of this series in another office or agency? ,, 

16. Does the series contain classified information requiring 'security haridling? ~ ._ -~ ~.~ ~[ 1. r x1 
[~'..$ 1x1 17. Does the series initiate, aniend~or terminate agency policies and procedures? - . ~~ 

. -  t x1 L . I  18. Could the function  be^ performed i f  -the files were lost or destroyed? 

[ q  1 1  

15. Is the information contained in this series ever summarized or published? Attach copy of summary or publication. [ I ] 

~. . .~ .. ~ . ~ ~, . ~ . ~ .  

- .  .. ~~ . .. . . - .  ~. 

19. I s  the series (or major portion of it) regularly microfilmed? If yes. why? [ 7 [XI 

KJ. Doer the record series provide data as input to an EDP file? 

!I. Does the record series contain documentation produced as EOP printout? 
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P. Has the Federal Government issued instructions governing retentionldisposition of these files? "9 L 3 
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. ~~. ~ ~. !3. Wi l l  there be a need for €hese-r&cdids ~10. 15~yeais~from'no(v?~lf yesibhat? 5 .  .- - - - -  ~- 

!4. REQUIREMENTS. The following requires the files t0.b kept 
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~ ~ - a. [~ 1 STATE "b. c 1 STATUTE OF c. 1 :I AUDIT i.~ c X ~ l  FEDERAL - ti: -. 1 ~DMINIST~RATIVE f. 

(Cite Law, S!atute. or other reason for the retention ,requirement) 

3 HISTORICAL 
LAW . I -  : -  '' LIMITATION c I ~ ' -  T E R I O K  .-. L - - U W  - - : ~~. .~~ ~- :.-DECKION ~ ~ . ~ - ~ . ~.  VALUE ~ 

~. . . - .  .. . . ~  - 
~ ~. ~~-~ ~ 

Federal Highway h i n i s t r a t i o n  Policy and Procedure Memorandum 30-9 states that 
time records mst be maintained for 4 years. 

5. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 
-[ x] C4LENDAR YEAR -[ ] FISCAL YEAR -[ 3 Other then: 

[ 1. Hold in the current files area ~~~ ~. . . month(s)/ .. ~. .. yeads): 

[ ] Transfer to ,[ ] State Records Center [ 3 Local Holding Area; hold ~ 

[ ] Destroy. . -  ~ . 

[ ] Transfer to State Archives for permanent retention. 

[ X] Other: (Specify) 

year(s): 
. -  
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. .  ~. [ ] Destroy immediately aftercut-off. ' - x  ~. . 
. .~ .~.. .-- ..-. ~. ~- 

Weekly Report of Prowess and Time Charges: 

Proiect Status R e p o r t :  

hold in  current f i l e  area 1. year;- then. destroy . .  

hold in current f i l e s  area 4 years; then destroy. 

(Indicate briefly rationale for recommendations abovelor write additional remarks): 

6. Recommendations 

in Paranraoh 
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Weekly Project Status Report 

Explanation of yes answers t o  Questions 14'-23 

14. 

15. 

18. 

20. 

21. 

22. 

Copies of the  Weekly Report of Progress and Time Charges are  f i l e d  at  the General 
Office and the d i s t r i c t  offices.  
off ices;  i t  i s  f i l e d  i n  the project  f i l e .  
a working f i l e  used t o  prepare the Project Status Report. 

The Weekly Reports of Progress and Time Charges are summarized i n  the Project 
Status Report. 

The se r i e s  could be reconstructed using the d i s t r i c t  o f f ice  copies. 

The Weekly Report of Progress and Time  Charges provides the data for the Project 
Status  Report. 

The Project Status Report is an EDP printout.  

The Federal Highway Administration requires tha t  project  time records be retained 
for 4 years. 

The record copy i s  maintained a t  the d i s t r i c t  
The copy f i l e d  a t  the General Office is 

RATIONALE: The reconmended retent ion periods s a t i s f y  Federal and Administrative 
requirements. 


